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A  MESSAGE  FROM  SECRETARY  GUZZI 


All  too  often,  people  ask  the  question  "\«/hat  does  the  State  Secretary's 
Office  do?"    This  Guide  is  deslpjied  to  answer  that  question.    It  has  been 
written  to  provide  you  with  information  on  all  aspects  of  the  Office. 

The  chief  responsibility  that  I  have  as  State  Secretary  is  to  provide 
citizens  of  this  state  with  access  to  public  information.    My  Office  carries 
major  responsibilities  in  the  administration  of  state  elections,  the  dissemin- 
ation of  a  wide  variety  of  public  documents,  the  registration  of  public  and 
private  businesses,  and  the  regulation  of  intra-state  investments. 

In  an  effort  to  streamline  and  simplify  access  to  state  government,  we 
have  created  a  Citizen's  Information  Service.    This  office  allows  you  to  call 
one  number  and  get  ansv/ers  or  referrals  to  questions  you  may  have  about 
r^ssachusetts  state  government. 

An  environment  of  openness  in  government  is  not  easily  achieved.  It 
demands  that  we  reach  out  to  the  public,  that  we  listen  to  their  needs  and 
that  we  work  aggressively  to  fulfill  their  expectations.    This  Guide  is  a 
first  step  in  that  direction. 
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PUBLIC  BlPOmTION  GROUP 


Marcia  Molay 
Deputy  for  Public  Information 

McConnack  Building,  16 th  Floor,  Room  16II 
727-^599 

.  Citizen  Infonnatlon  Service 

.  Elections 

.  State  House  Tours 


CITIZEN  INFORMATION  SERVICE 


Nancy  Earsy,  Director 
McCormack  Building,  l6th  Floor,  Room  I6II 

727-7030 
(Metropolitan  Boston  Area) 

1-800-392-6090 
(Outside  Boston  Area) 


The  Citizen  Infonnation  Service  expands  the  State  Secretary's  infonmtion 
function  by  providing  toll-free  telephone  assistance  on  questions  about  state 
goverrment.    It  functions  as  a  primary  infonration  and  referral  agency  of  the 
state  and  of  the  Secretary's  Office.    The  service  offers  infonnation  on  other 
state  government  programs  and  agencies  and  directs  people  to  the  proper  offices 
v*iere  they  can  obtain  help  in  resolving  prdDlems. 

Ihis  service  offers  a  central  source  of  information  from  personnel 
knowledgeable  about  state  agencies  and  their  programs.    Simple  information  calls 
are  handled  Inmediately ,  while  more  conplicated  questions  may  be  referred  to 
experts  within  particular  agencies.    In  many  cases  Citizen  Information  staffers 
will  research  questions  to  obtain  the  necessary  infonnation  and  call  the 
questioner  back.    The  goal  of  this  service  is  to  help  humanize  state  goverrment 
by  handling  inquiries  and  problems  in  an  informal,  rapid  fashion  at  no  direct 
cost  to  the  citizen. 

The  Citizen  Infonnation  Service  is  augnented  by  a  volunteer  staff  and 
anyone  interested  in  assisting  this  program  is  invited  to  call  the  above  number 
for  more  specific  information.    Students  may  also  arrange  for  part-time  work 
either  on  a  credit  or  non-credit  basis.    The  Citizen  Information  Service 
operates  Monday  throu^  Friday,  9:00  a.m.  to  5:00  p.m.    Call  us  for  answers 
to  your  questions  about  state  government. 
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ELECTIONS 


Marc la  Molay 
Deputy  and  Director  of  Elections 
McCormack  Building,  17th  Floor,  Roan  1705 

727-2828 


As  Chief  Elections  Officer  of  the  Carmonwealth,  the  Secretary  is  responsible 
for  many  phases  of  the  state  election  process,  from  the  printing  of  ballots  to 
the  tabulating  and  reporting  of  final  results.    The  duties  of  this  division 
apply  to  presidential  and  state  primaries  and  elections.    The  office  works 
closely  with  city  and  town  clerks,  providing  them  with  advice  and  information 
on  a  range  of  election  matters,  and  updating  them  on  new  laws  and  regulations 
governing  this  process. 

Individuals  wishing  to  run  for  public  office  are  provided  with  the  necessary 
nomination  papers,  political  calendars  and  other  forms  and  instructions  by  the 
Elections  Division.    Office  staff  are  available  to  provide  personal  assistance 
In  filling  out  foms  and  advising  the  public  on  election  matters. 

A  major  focus  of  this  office  is  increased  service  to  both  the  public  and 
local  election  officials,  in  the  form  of  telephone  assistance,  printed  materials 
and  informational  seminars.    An  additional  public  service  aspect  of  this  division 
is  the  planning  of  a  political  education  program  for  students,  teachers  and 
conmunity  organizations,  and  providing  educational  materials  on  state  government 
and  the  elections  process. 

This  division  also  prepares  the  Infonnation  to  Voters  pamphlet  with 
information  on  all  referenda  and  initiative  questions  to  be  placed  on  the  ballot 
for  state  elections. 

Within  the  Secretary's  Office,  but  administratively  independent  of  it,  is 
the  State  Ballot  Law  Ccranission.    This  Corrmission  determines  the  validity  of 
objections  that  are  raised  with  respect  to  nominations  for  state  offices, 
certificates  of  nomination  and  the  validity  of  signatures  on  initiatives  and 
referenda.    All  objections  are  first  filed  with  the  Secretary's  office  and  then 
transmitted  to  the  Carmisslon  for  further  consideration  and  action. 
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STATE  HOUSE  TOURS 


Suzanne  Perney,  Director 
State  House,  Room  275 

727-281^4 


Tour  Desk,  Doric  Hall 
727-3676 


As  a  service  to  visitors,  the  Tours  Division  provides  free  guided  tours 
of  the  State  House  for  groups  and  individuals.    It  also  provides  general 
information  on  the  State  House  and  state  government.    The  new  program  includes 
two  types  of  tours:    One  focuses  on  the  architectural,  artistic,  and  historical 
features  of  the  State  House;    the  other  gives  an  in-depth  view  of  state 
government,  discusses  how  a  bill  beccanes  a  law  and  shows  the  legislative  and 
executive  functions.    Ihe  latter  tour  is  available  only  by  reservation  and  is 
limited  to  groups  of  about  twenty.    The  Tours  Division  also  acconodates 
visitors  with  special  needs,  such  as  the  handicapped  or  non-English  speaking 
when  given  prior  notice.    With  the  activities  associated  with  the  Bicentennial 
celebrations,  this  division  has  planned  additional  programs  and  exhibits  to 
serve  the  increased  number  of  visitors. 

The  Tours  Desk  in  Doric  Hall  functions  as  an  information  desk.    The  Tours 
Division  also  staffs  an  infonnation  desk  at  the  Capitol  Police  entrance  to  the 
State  House  (to  the  right  of  the  main  entrance)  v*iere  tourist  infonnation  is 
available. 

Since  much  of  the  work  of  the  Tours  Division  is  carried  out  by  volunteers, 
the  office  actively  seeks  individuals  who  wish  to  donate  time  to  the  program. 
TTie  division  also  runs  a  Junior  Tour  Guide  program  for  high  school  students. 

Tours  are  given  between  10:00  a.m.  and  ^:00  p.m.  on  weekdays  all  year, 
and  on  weekends  and  holidays  from  April  to  October,  1976,  during  the  same  hours. 
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PUBLIC  RECORDS  GROUP 

John  J.  McGlynn 
Deputy  for  Public  Records 

McCormack  Building,  17th  Floor,  Room  1709 
727-2832 

.  Aixjhives 
.  Census 

.  Public  Records 
.  Vital  Statistics 


ARCHIVES 


Dr.  Richard  Hale,  State  Aixhlvlst 
State  House,  Archives  Museum 

727-2816 


The  Archives  has  charge  of  the  non-current  records  of  the  Comonwealth, 
including  their  custody,  preservation,  and  management.    The  division  also 
supervises  the  operation  of  the  Archives  Museum,  vMch  houses  documents  dating 
fran  the  Colonial  and  Revolutionary  War  periods. 

Among  the  historical  records  and  artifacts  on  display  In  the  Archives 
Museum  are  the  original  Charter  of  the  Massachusetts  Bay  Colony,  and 
Massachusetts  Constitution,  Indian  treaties,  and  the  gun  that  fired  "the 
shot  heard  'round  the  world,"  frcan  the  battle  at  Lexington  and  Concord.  The 
Archives  has  many  other  documents  on  file,  including  maps  and  legislative  and 
executive  records  from  the  17th  century  through  the  early  part  of  this  century. 
Many  of  these  materials  have  been  microfilmed  to  facilitate  storage  and 
retrieval . 

The  Archives  Search  Room  is  used  by  legislators.  Judges,  lawyers,  historians, 
and  genealogists  to  research  laws  and  other  state  records.    The  Search  Room  and 
Museum  are  open  for  public  inspection  during  regular  working  hours  on  weekdays 
and  during  1976  the  Museum  will  be  open  on  weekends  and  holidays  as  well,  from 
10:00  a.m.  to  ^:00  p.m.  from  April  to  October.    Staff  is  available  for  tour 
groups  of  all  sizes,  although    it  is  advisable  to  call  In  advance  for  student 
tours  and  large  groups.    The  Archives  Museum  is  included  in  the  historical 
tour  given  by  the  Tours  Division.    Archives  personnel  are  prepared  to  provide 
assistance  to  individuals  wishing  to  do  research  or  obtain  copies  of  historic 
documents . 
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CENSUS 


William  Sullivan,  Director 
McCormack  Building,  17th  Floor,  Roan  1702 

727-2846 


The  Census  Division  of  the  State  Secretary's  Office  has  the  overall 
responsibility  for  compiling,  tabulating,  and  reporting  census  statistics. 

The  special  1975  State  Census  has  been  taken  in  accordance  with  the 
Constitutional  Amendment  passed  by  the  voters  in  ^^ovember,  197^,  to  reduce 
the  size  of  the  House  of  Representatives  fron  240  to  160  manbers.  This 
Census  is  the  basis  for  legislative  redistricting  as  well  as  for  certain  state 
and  federal  reimbursements  to  cities  and  towns. 

In  1975  the  Secretary's  Office  established  Impreved  procedures  and 
innovative  training  and  supervisory  programs  to  administer  the  Census  more 
efficiently  and  to  insure  unifomity  and  accuracy.    Census  materials  were 
revised  and  expanded  with  the  addition  of  basic  census  instructions  in 
Spanish,  Portuguese,  French,  Italian,  Chinese,  and  Greek  to  accomodate  the  needs 
of  non-English  speaking  residents. 

A  special  Census  Advisory  Group  was  also  established  to  make  long  range 
reccrrmendations  regarding  the  manner  and  content  for  the  conduct  of  future 
census  counts. 
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PUBLIC  RECORDS 


John  J.  McGlynn,  Deputy 
McCormack  Building,  17th  Floor,  Room  1709 

727-2832 


The  Public  Records  Division  supervises  the  maintenance  of  documents  relating 
to  state,  county,  and  municipal  business  proceedings.    In  general,  this  division 
assures  that  all  public  records  of  the  state  are  properly  preserved  and  acts  as  a 
repository  for  statutory  filings  and  reports. 

The  division  is  responsible  for  the  registration  of  all  legislative  agents 
(lobbyists)  and  the  filing  of  their  disclosure  statements.    It  collects  and 
maintains,  for  public  inspection,  copies  of  all  federal  campaign  disclosure 
reports  from  Massachusetts  candidates  seeking  federal  office  and  any  national 
comnittees  supporting  them. 

In  order  to  insure  that  records  are  properly  maintained  and  available  to 
the  public,  this  division  issues  rules  and  regulations  regarding  their  care, 
custody,  and  preservation.    Standards  and  specifications  for  storage,  and 
materials  used  to  record  information  (paper,  ink,  typewriter  ribbons,  etc.) 
guarantee  that  records  will  be  in  good  condition  for  many  years  to  come.  Local 
city  ard  town  offices  are  assisted  in  determining  v^iich  records  are  public  and 
how  long  they  must  be  kept.    The  division  also  recomnends  document  preservation 
programs  where  necessary  and  authorizes  destruction  of  non-archival  records. 

Public  Records  serves  as  a  repository  for  numerous  statutory  filings,  among 
them:    Ward,  City,  and  Town  Conmittee  membership  lists;    copies  of  all  Pardons, 
Commutations,  Respites,  and  Criminal  Renditions  from  other  states;    and  filings 
under  the  State  Administrative  Procedures  Act  and  the  Conflict  of  Interest  Law. 
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VITAL  STATICTICS 


Hert)ei*t  Rlsser,  Acting  Registrar 
McConnack  Building,  1st  Floor,  Room  107 

.  727-2838 


This  divisiai  is  respcxisible  for  keeping  the  records  of  all  births, 
marriages,  and  deaths  that  occur  in  the  Conmonwealth.    Since  l84l,  the  351  city 
and  town  clerks'  offices  have  filed  these  records  with  this  division.  Over 
twenty-one  milliai  records  have  been  accumulated  since  that  date. 

Ihe  division  serves  as  a  central  repository  for  these  records,  and  renders 
a  public  service  by  providing  copies  for  various  purposes,  including  legal 
proof,  obtaining  passports,  proof  of  age  for  social  security,  welfare,  veterans 
benefits,  and  others.    This  division  also  maintains  an  alphabetical  index  of 
divorces  to  direct  individuals  to  the  proper  Probate  Court  from  which  to  obtain 
copies  of  divorce  records. 

Though  this  office  collects  vital  records,  the  statistical  coirpilation  is 
done  by  the  State  Departrrent  of  Public  Health,  which  issues  reports  for  the 
Cormonwealth  as  a  whole.    Staff  assistance  and  facilities  are  available  to 
those  who  wish  to  research  information  in  this  division. 
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COMVERCIAL  GROUP 

James  Hoyte 
Deputy  for  Corrmercial  Affairs 

McCarmack  Building,  17th  Floor,  Roan  1710 
727-285^ 

.  Corporations  &  Trademarks 
.  Securities 

Other  Corporaticyis  Telephone  Numbers: 


Corporate  Records 
Corporation  Piling  Room 
Foreign  Corporations 
Uniform  Commercial  Code 
Trademarks 


727-2850,  727-2851 
727-2855,  727-2856 
727-2859 
727-2860 
727-^176 


\ 


CORPORATIONS  &  TRADEMARKS 


James  Hoyte,  Deputy 
McCormack  Building,  17th  Floor,  Room  1710 

727-285^ 


This  division  has  overall  responsibility  for  the  creation,  monitoring  and 
dissolution  of  all  conmercial  and  non-profit  corporations  in  the  Commonwealth. 
Any  individual  or  group  wishing  to  charter  a  corporation  must  obtain  the 
appropriate  filing  forms  from  this  division. 

This  office  processes  the  annual  certificates  of  condition  v^ich  must  be 
filed  by  all  domestic  and  foreign  corporations  doing  business  in  Massachusetts; 
it  inspects  and  indexes  annual  reports  of  businesses,  trusts,  limited  partner- 
ships and  non-business  organizations;    and  processes  filings  under  the  Uniform 
Conmercial  Code.    When  corporations  are  found  to  be  dormant  or  delinquent  in 
filing  certificates  of  condition  for  a  period  of  two  and  one  half  years  or  more, 
this  office  is  authorized  to  initiate  dissolution  proceedings. 

The  Public  Search  Roan  is  open  to  anyone  who  wishes  to  research  information 
on  articles  of  incorporation,  annual  reports,  certificates  of  condition,  and  other 
corporate  records.    Some  of  these  records  are  currently  available  on  microfilm  and 
plans  are  being  made  to  have  all  information  in  the  Search  Room  prccessed  in  this 
manner. 

Individuals  may  obtain  certified  copies  of  corporate  records  in  person  or  by 
requesting  them  by  telephone  or  in  writing.    Copies  of  articles  of  organization 
are  available  for  a  fee.    Anyone  requesting  copies  by  telephone  or  letter  must 
send  payment  in  advance. 

The  Trademarks  section  of  Corporations  regulates  the  filing  of  trademarks 
and  service  marks  within  the  Ccarmonwealth .    A  trademark  is  any  word,  name, 
symbol,  or  combination  of  these  which  is  used  to  identify  the  goods  of  a  company 
(e.g.    Kodak,  im,  Coca-Cola).    Service  marks  distinguish  services  and  are  given 
the  same  protection  as  trademarks  (e.g.    Prudential  Insurance,  Greyhound  Bus). 
By  filing  with  this  office  businesses  are  protected  against  any  infringement  of 
their  trademark  rights.    Consumers  are  also  protected  by  discouraging  misuses  of 
such  marks  by  unauthorized  persons  attempting  to  trade  on  the  established 
reputations  of  others. 
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SECURITIES 


Raymond  Cocchl,  Director 
McCormack  Building,  17th  Floor,  Room  1719 

727-355^ 


This  division  administers  the  Massachusetts  Uniform  Securities  Act 
and  works  closely  with  the  U.S.  Securities  and  Exchange  Conmission,  the 
National  Association  of  Securities  Dealers,  Inc.,  and  the  Stock  Exchanges, 
in  monitoring  the  activities  of  all  broker-dealer  firms  and  agents  selling 
securities  in  Massachusetts.    Stock  that  is  to  be  sold  to  the  public  must 
first  be  qualified  for  sale  by  this  division  after  an  extensive  review 
process  and  broker^dealers  and  agents  must  adhere  to  the  highest  ethical 
standards  in  their  public  dealings. 

The  public  is  further  protected  throu^  an  ongoing  inspection  of  broker- 
dealer  fims,    and  special  investigations  arising  frcan  consumer  corplaints 
concerning  the  sale  of  securities.    This  division  coordinates  its  efforts 
with  the  above  named  agencies  to  eliminate  duplication  in  its  regulatory 
functions,  enabling  it  to  provide  the  best  possible  protection  for  approxi- 
mately 1.2  million  Massachusetts  investors. 
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LEGAL  &  LEGISLATIVE  GROUP 


John  Grace 
Deputy  and  General  Counsel 

State  House,  Room  3^0 
727-2800 


Internal  L/egal  Support  Services 
Legislative  Services 


INTERNAL  LEGAL  SUPPORT  SERVICES 


The  Legal  and  Legislative  group  functions  as  a  legal  advisor  to  all 
divisions  on  a  broad  range  of  issues.    Staff  lawyers  are  assigned  to  the 
different  divisions  to  provide  daily  assistance  in  legal  matters  and  to  offer 
advice  to  the  public,  office  staff,  and  the  Secretary.    Since  the  Secretary's 
Office  is  the  repository  for  many  statutory  filings  (such  as  lobbyists 
disclosures,  certificates  of  condition,  rules  and  regulations)  this  group  is 
constantly  called  upon  to  insure  that  all  legal  requirements  are  met. 

Another  important  aspect  of  this  group's  support  services  concerns 
legislation.    The  Legislative  Assistant  monitors  all  current  legislation  which 
affects  divisions  of  the  Secretary's  Office  and  reports  on  the  progress  of 
bills  through  the  various  steps  of  the  legislative  process.    He  also  assists 
staff  in  researching  legal  infonnation  and  offering  testimony  in  support  of, 
or  in  opposition  to,  specific  legislation.    Under  the  supervision  of  the 
Deputy,  staff  lawyers  work  with  the  division  heads  in  reccamending  and 
drafting  legislation. 


LEGISLATIVE  SERVICES 


Theresa  Mustone 
State  House,  Room  ll6 

727-2831 


The  legislative  function  of  this  division  includes  the  annual  printing 
of  the  Acts  and  Resolves  of  iviassachusetts;    processing  bills  passed  into  law 
by  the  General  Court  and  the  Governor;    and  engrossing  amendments  to  the  State 
Constitution.    Copies  of  laws  are  sent  to  those  v^o  are  affected  by  the  current 
legislation  and  the  public  is  advised  on  the  effective  date  of  legislation  and 
amendiTents  to  various  General  Laws.    Under  the  direction  of  this  office,  Acts 
and  Resolves,  Cmstituticnal  Amendments,  Qnergency  Letters,  and  Executive  and 
Administrative  Orders  are  distributed. 
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ADMINISTOATION  QWU? 


Paul  Plmentel 
Deputy  fear  Administration 

McCctTOCk  Bulldlr^,  l6th  Floor,  Room  I6II 
727-^596 

.  Bookstore/Rules  and  Regulations/Subscription  Ssrvloe 
.  Conmlsslons 

.  Massachusetts  Historical  Comnlsslon 
.  Fiscal  Division 
.  Personnel 


BOOKSTORE 

(formerly  the  Public  Documents  Divlslcai) 


Charles  Kane,  Supervisor 
State  House,  Rocan  ll6 

727-283^ 


The  Bookstore  Is  responsible  for  the  distribution  of  state  publication^,, 
annual  reports,  copies  of  the  Acts  and  Resolves,  and  rules  and  regulations 
promulgated  by  state  agencies. 

The  division  has  been  reorganized  into  a  more  service-oriented  Bookstoi^ 
v*iich  is  equipped  to  provide  the  public  vdth  an  expanded  range  of  printed 
mterial  Trom  state  agencies  and  executive  offices.    There  has  been  extenft3IXi% 
gathering  and  cataloging  of  materials  to  insure  a  well-stocked  Bodcstore  ttfig^ 
is  easily  accessible  to  the  public.    Information  and  materials  will  act|^^ 
and  updated  on  an  ongoing  basis. 

Supervision  of  the  filings  of  rules  and  regulations  of  state  ager»±e»  ^% 
also  handled  throu^  the  Bookstore.    State  agencies  are  required  by  law  to 
this  information  vd.th  the  State  Secretary,  and  those  rules  and  regulationa  4^ 
not  take  effect  until  they  are  filed  and  published  by  this  division.  Upon 
receipt  all  documents  are  examined  for  accuracy  and  carpliance  with  le^d 
requirements  and  then  made  available  to  the  public  in  the  Bookstore. 

The  public  is  invited  to  visit  the  Bookstore  and  purchase  state  publloaj^:^qi;i|% 
during  nomal  office  hours. 


SUBSCRIPTION  SERVICE 


As  part  of  the  effort  to  make  infonnation  more  accessible  to  the  publiq. 
the  Secretary's  Office  operates  a  subscription  service  which  provides  sevexid 
kinds  of  materials.    The  service  for  Advance  Sheets  of  all  legislative  matters 
is  available  for  a  yearly  fee.    The  new  service  for  legislation  pertaining  to 
Election  Laws  and  Vital  Statistics  passed  in  the  current  year,  as  well  as  notice^ 
of  public  tarings  are  also  available. 

The  organization  of  a  similar  service  for  rules  and  regulations  of  state 
agencies  is  being  completed  for  Implementation  by  December,  1975.    Plans  are 
being  made  for  the  future  expansion  of  the  subscription  service  to  ^i^^JJ^;}^ 
of  Corporations  and  Securities  Laws,  as  well  as  other  selected  types  l^%m\m 
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COMVUSSIONS 


Michael  DeVito,  Supervisor 
McCormack  Building,  17th  Floor,  Room  1701 

727-2836 


This  division  is  responsible  for  issuing  caimissions  to  selected  state  and 
public  officials  appointed  by  the  Governor.    A  comnlsslon  is  a  formal  appoint- 
ment that  allows  an  individual  to  hold  office  or  perform  specific  duties.  The 
division  also  acts  as  custodian  of  the  Great  Seal  of  the  Ccnmonwealth,  which  is 
affixed  to  all  official  state  documents. 

The  major  functions  of  the  Corrmissions  Division  include  recording  of 
gubernatorial  and  legislative  appointments;    administration  of  the  system  of 
Notaries  Public  and  Justices  of  the  Peace;    and  the  administration  of  oaths 
of  office,  and  the  Issuance  of  corrmissions  to  state  officials. 

In  order  to  be  considered  for  comnlsslon  as  a  Notary  Public  or  Justice  of 
the  Peace,  individuals  should  request  the  appropriate  application  from  the 
Governor's  Council,  Room  184,  in  the  State  House.    The  effective  term  for 
Notaries  and  Justices  is  seven  years.    Prior  to  being  sworn  in,  individuals 
are  required  to  pay  a  COTmlsslon  fee. 

The  Division  is  also  responsible  for  recording  other  public  information 
such  as  the  names  and  licenses  of  public  warehousemen,  housing  and  redeveloprent 
authority  members,  city  and  town  clerks,  regional  fire,  water,  sewer,  and  school 
districts,  and  court  officials. 
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MASSACHUSETTS  HISTORICAL  COMMISSION 


Elizabeth  Ampdon,  Executive  Director 
Washington  Street,  Boston 

727-8^70 


The  Massachusetts  Historical  Comnission  is  responsible  for  historic  site 
preservation.    The  CcaTmission  consists  of  twelve  mOTbers:    the  Secretary  of 
the  Corrmonwealth,  v*io  is  Chaiiman;    the  Ccxnnissioner  of  Natural  Resources; 
the  Commissioner  of  Caimerce  and  Development;    two  appointees  of  the  Governor; 
and  seven  appointees  of  the  Secretary  of  the  Conmonwealth  chosen  from  nominees 
of  several  historical  organizations  throughout  the  state. 

The  basis  of  the  Massachusetts  Historical  Ccanmission's  preservation  policy 
is  local  involvement  in  preservation.    Local  historical  ccannissions  have 
responsibility  for  compiling  an  inventory  of  a  corrmunity's  historical  assets 
and  preparing  a  local  preservation  plan  for  the  comnunity.    They  also  act  as 
spokespersons  for  the  conmunity  in  dealing  with  state  and  federal  agencies  on 
matters  affecting  the  man-made  environment.    Information  from  local  plans  is 
included  in  the  development  and  Implonentation  of  the  State  Historic  Preserva- 
tion Plan,  prepared  and  overseen  by  the  Conmission. 

One  of  the  major  programs  instituted  under  the  National  Historic  Preserva- 
tion Act  of  1966  is  the  National  Register  of  Historic  Places . .    An  Important 
aspect  of  this  program  is  that  properties  of  local  as  well  as  state  or  national 
significance  are  eligible.    National  Register  properties  are  protected  from 
encroachnent ,  funded  in  vrtiole  or  in  part  by  the  federal  govemnent,  and  are 
eligible  to  apply  for  matching  historic  preservation  grants-in-aid.  Matching 
grants  of  up  to  50  per  cent  of  the  cost  of  acquisition  and  development  of 
properties  listed  in  the  National  Register  are  available  through  the  Massachu- 
setts Historical  Conmission.    The  source  of  this  funding  is  the  National  Park 
Service. 
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FISCAL  DJYISION 


Andrew  McGraw,  Chief  Accountant 
McCormack  Building,  16 th  Floor,  Room  I6II 

727-7089 


The  Fiscal  Division  is  responsible  for  budgetary  matters  for  the  Secretary's 
Office,  as  well  as  processing  payroll,  insurance,  requisitions,  and  supply  needs. 
Any  division  that  has  requirements  for  special  projects  such  as  mailings,  printing, 
etc.,  is  assisted  vrf.th  the  appropriate  procedures  and  costs  involved.  This 
division  also  provides  central  accounting  for  all  monies  received  from  services 
provided  by  the  various  divisions.    (Filing  fees,  charges  for  certified  copies  of 
documents ,  xeroxing  charges ,  etc . ) 


PERSONNEL 


Susan  Moulton,  Director 
McCormack  Building,  l6th  Floor,  Room  I6II 

727-21597 


The  Personnel  Division  works  with  all  divisions,  assessing  staff  needs  and 
work  loads  and  insuring  that  these  needs  are  met  within  budgetary  limits.  The 
division  is  responsible  for  developing  and  Implementing  personnel  policies  and 
procedures,  performance  standards.  Job  evaluation,  and  Job  enrichment  programs. 
The  division  is  also  responsible  for  advertising  all  Job  ooenings,  interviewing 
all  Job  applicants  and  keeping  a  variety  of  personnel  records.    The  division 
carries  primary  responsibility  for  assuring  that  the  Office  conplies  with 
Affirmative  Action  requiranents  and  that  minorities  are  provided  equal  access 
to  Jobs  within  the  State  Secretary's  Office. 
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